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Introduction 
 

This User Guide provides an overview of how to navigate and use the Royal Australasian 

College of Dental Surgeons (RACDS) Digital Assessment Platform. It is designed to 

support trainees in completing key activities such as logging clinical experience, submitting 

assessments, and reviewing training progress. 

The guide outlines the essential functions you will use throughout your training program. All 

instructions are written to ensure clarity, consistency, and ease of use. 

 

Accessing the Platform (Desktop and Mobile) 
 

a) Navigate to your RACDS dashboard. 

b) Select the ‘OMS Digital Assessment Platform’. (See screenshot): 

 
c) You will be directed to the new platform. 

 

2. Navigating the Dashboard 
 

The Digital Assessment Platform Dashboard provides an overview of your training activity. 

It includes: 

 

a) To Do List: this is where you will see any outstanding tasks that are sitting with 

you. To complete an item simply select the task and select the green ‘fill in’ 

button (see screenshot): 

 
b) Training details: this is a breakdown of your current and previous training term 

details, select ‘view profile’ to see more. 

c) On your dashboard you will see a section for helpful resources such as the 

logbook user guide and the template of the logbook (see screenshot): 

 

 
d) Create logbook section is where you will select to create new events (see 

screenshot): 
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e) Use the Dashboard as your starting point for most actions. 

 

3. Creating a Logbook Entry 
 

Logbook entries allow you to record clinical activities and experiences. 

To create a logbook entry: 

 

a) Log in and open the Dashboard. 

b) Under Create logbook, assessment, application, other select Create. 

c) Choose Logbook from the list of event types. 

d) Enter the required information. 

e) Select Submit to save your entry. 

f) Your entry will appear in your Timeline. 

 

4. Viewing Your Goals 
 

The Goals section displays your progress toward training requirements. 

To view your goals: 

 

a) Log in and navigate to the Goals tab (See screenshot): 

 
b) Review your list of goals and the associated completion percentages. 

c) Use this section to monitor your progress and identify outstanding 

requirements. 

 

 

 

4.1 Viewing Your Timeline 
 

You can easily review your submitted forms by reviewing your timeline.  

 

a) Login 

b) Select timeline (See screenshot)  

 
c) Review the forms that have been created (see screenshot), review the date it has 

been created on and an audit log.  
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d) If you are awaiting sign off from your supervisor for a while you can also hit the 

reminder icon which gives them a notification reminder that a task is sitting with 

them. (See screenshot) 

 
 

e) If you are struggling to find a form that you have created you can also use the 

advanced search functionality on the right (See screenshot) 

 

 
 

 

 

4.2 Viewing your inbox 
 

Throughout the training year the OMS admin team will have a number of different 

announcements to communicate with you. These can be reviewed on your dashboard (See 

screenshot).  
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5. Initiating a Workplace Based Assessment (WBA) 
 

Workplace Based Assessments allow supervisors to provide structured feedback on your 

clinical performance. 

 

To initiate a WBA: 

 

a) Log in and open the Dashboard. 

b) Under Create logbook, assessment, application, select Create. 

c) Choose the relevant WBA type. 

d) Complete the required fields. 

e) Enter your supervisor’s email address to assign the assessment. 

f) If completing the supervisor section on the same device (if you are in person 

with your supervisor), toggle Fill on same device. 

g) Submit the assessment. 

h) Review the submitted WBA in the Timeline tab. 

 

 

6. Submitting an End of Training Survey 
 

The end of term training survey is a mandatory requirement. 

To submit the survey: 

 

a) Log in and open the Dashboard. 

b) Select Create logbook, assessment, application, 

c) Search for Mandatory End of Term Training Survey. 

d) Complete the survey fields. 

e) Submit the form. 

 

7. Submitting a Research Proposal 
 

Research proposals are submitted and managed entirely through the Digital Assessment 

Platform (DAP). All research projects must be endorsed by an OMS Consultant acting as 

your Research Supervisor prior to formal panel review. 

 

a) Log in and open the Dashboard. 
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b) Under Create logbook, assessment, application, select Create. 

c) Scroll to the Research section. 

d) Select the relevant form:  

-FOMS 07A – Pathway 1 Postgraduate Qualification, or 

-FOMS 07B – Pathway 2 Independent Research 

e) Complete all required fields and upload supporting documentation where 

applicable. 

f) Nominate the OMS Consultant who will act as your Research Supervisor 

(endorsement required) - toggle to fill on same device if you supervisor is with 

you and complete the supervisor section (see screenshot)  

 

 

 
g) Alternately, enter the supervisor’s email address and request sign-off  via email. 

h) Once you have endorsement submit the proposal to the OMS Team to the 

RACDS Administrator (omstrainee@racds.org) who will assign a panel member 

for review. 

 

What happens after submission 

Your proposal will move through the following steps in the platform: 

Education Team 

→ checks the submission and assigns a Regional Research Panel member 

Regional Research Panel Member 

→ reviews the proposal and determines whether: 

it is suitable to proceed, or 

further information or revisions are required 

 

If revisions are requested, the proposal will be returned to you through the 

platform to update and resubmit. If needed, a second panel member may 

review the proposal before an outcome is confirmed. 

 

Once the process is completed you will receive an email and this will display on 

your timeline and be embedded within your goals if appropriate. 

 

7. Submitting a Completion of Research 
 

Completion of research should be submitted and managed entirely through the 

Digital Assessment Platform (DAP). All research projects must be endorsed by 

an OMS Consultant acting as your Research Supervisor prior to formal panel 

review. 

 

a) Log in and open the Dashboard. 
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b) Under Create logbook, assessment, application, select Create. 

c) Scroll to the Research section. 

d) Select the relevant form: 

-FOMS 09 Application for Completion of Research Requirement 

e) Select the relevant research pathway.  

FOMS 07A – Pathway 1 Postgraduate Qualification, or 

FOMS 07B – Pathway 2 Independent Research 

f) Complete and upload evidence for required fields. 

g) Generate reports for your approved application and if applicable pre-submitted 

course / presentation submissions. 

h) Submit the proposal to the OMS Team to the RACDS Administrator 

(omstrainee@racds.org) who will assign a panel member for review. 

  

What happens after submission 

Your proposal will move through the following steps in the platform: 

Education Team 

→ checks the submission and assigns a Regional Research Panel member 

Regional Research Panel Member 

→ reviews the proposal and determines whether: 

it is suitable to proceed, or 

further information or revisions are required 

 

If revisions are requested, the proposal will be returned to you through the 

platform to update and resubmit. If needed, a second panel member may 

review the proposal before an outcome is confirmed. Once an outcome is 

confirmed as suitable to proceed it will need final sign off by your DoT. 

 

If revisions are requested, the proposal will be returned to you through the 

platform to update and resubmit. If needed, a second panel member may 

review the proposal before an outcome is confirmed. Once an outcome is 

confirmed as suitable to proceed it will need final sign off by your DoT. 

 

 

 

 

 

 

8. Downloading Reports 
 

Reports allow you to review your activity and submissions. 

 

To download a report: 

 

a) Log in and navigate to the Reports tab (See screenshot): 
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b) Select the report you wish to run (e.g., Logbook entries). 

c) Choose Run. 

d) The report will download to your device. 

e) Open the file to review your data. 

 

9. Signing off a remedial plan 
 

If you need to go on a remedial plan this will be initiated by your supervisor. Once they 

have created this in the digital assessment platform you will receive an email from 

eportfolio@racds.org 

 

To complete your sign off simply follow the link in the email and complete the steps 

outlined. (See screenshot below of a test email): 

 

 
 

10. Creating a TAC  
 

To create a TAC  

 

a) Log in and navigate to your Dashboard.  

b) Under ‘Create Logbook, Assessment, Application, other’ select create. 

c) Select ‘Team Appraisal of Conduct’. 

d) Fill in the form to rate yourself and invite a minimum of 8 people to submit feedback 

with their email addresses. 

e) To view responses, navigate to timeline and select the TAC. 

f) There you will see who has not responded and you can prompt them to respond by 

selecting the ‘remind’ bell button which will send an automated email reminder from 

the system.  

g) Once you have received a minimum of 8 responses navigate to your dashboard 

and under ‘Create Logbook, Assessment, Application, other’ select create. 

h) Select ‘WBA04 Team Appraisal of Conduct’ and fill in the form then assign to your 
supervisor for sign off.  

 

11. Conclusion 
 

This User Guide provides an overview of the essential functions within the RACDS Digital 

Assessment Platform. By following these steps, trainees can confidently manage their 

training activities, submit required assessments, and monitor their progress toward 

Fellowship. 

 

mailto:eportfolio@racds.org
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For further assistance, please contact omstrainee@racds.org. If you have any feedback on 

the platform – please fill out the feedback form on accessible via your dashboard. 
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